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1. 



HEALTH & SAFETY POLICY

Statement of General Policy
In accordance with the Health & Safety at Work Act 1974, this document has been produced by and represents the local health and safety policy of MAIDWELL HALL.
The Board of Governors of MAIDWELL HALL recognise the importance of health, safety and welfare in the successful operation of its activities and believe that the active participation of all members of staff is essential to maintain the highest practical standards of accident prevention.

All of MAIDWELL HALL’S activities will be conducted with due regard to all statutory requirements with appropriate safeguards being instituted to minimise the risk to the health & safety of our employees and all others who may be affected by our activities and operations. 

These aims will be achieved within the framework of MAIDWELL HALL’S health & safety organizational structure.

The contents of this policy shall be brought to the attention of all employees, and will be subject to review and revision as necessary.

R H CUNNINGHAM
Chairman

Board of Governors Maidwell Hall




September 2009
2.




ORGANISATION

This policy document is designed to be used in conjunction with specific arrangements for departments/areas of Maidwell Hall. These specific arrangements are referred to as Policies and form Annexes to this document.
2.1
Responsibility for Health, Safety and Welfare matters.

The employer’s responsibility for the health, safety and welfare of School employees and others rests with The Board of Governors.

All employees are reminded that they have statutory duties imposed upon them under the Health and Safety at Work Act 1974.  Some employees will have other duties and responsibilities placed upon them by the post they hold within the Organisation.

The Board of Governors will ensure that the Safety policy arrangements are implemented properly and that adequate resources are made available.  The Board of Governors is responsible for compliance with statutory duties and will ensure that a Competent Person is appointed to advise management on Safety and Health matters, this person must be an employee or someone engaged as a consultant.

2.2
The Board of Governor’s Responsibilities

The Board of Governor’s are to: 

2.2.1

Ensure that the Health and Safety Policy is fully implemented and given adequate resources.

2.2.2

Promote Health and Safety within Maidwell Hall.

2.2.3

Become conversant with Health and Safety Legislation.

2.2.4

Ensure that employees receive adequate training, information, instruction and supervision to allow them to safely carry out their work without risk to their health.  New employees are to have induction training.

2.2.5

Ensure that each project includes a planning stage at which Health, Safety and Welfare is given full consideration

2.2.6

Ensure that Maidwell Hall’s safety performance is monitored and that procedures can be reviewed when necessary.

2.2.7

Liaise with and seek advice from Enforcing Authorities.

2.2.8

Appoint competent person to advise on Health and Safety issues.

2.2.9

Ensure accidents and incidents are reported in line with current legislation.

2.2.10

Ensure that adequate Fire precautions are taken and that Fire procedures are in place and known by all personnel.

2.2.11

Ensure that Contractors are competent to carry out the work they are employed to undertake.

2.2.12

Ensure that periodic inspections of Maidwell Hall are carried out to identify unsafe Practices and Conditions.

2.3
The Health & Safety Officer's Responsibilities

The Health & Safety Officer is the Deputy Head (Mr David Coleman)
2.3.1
To advise The Board of Governors in order to assist them to fulfil their responsibility for Health & Safety.

2.3.2
Advise on the drawing up of safe systems of work.

2.3.3
Advise on the provision and use of personal protective equipment as appropriate.

2.3.4
Advise on the legal requirements affecting safety and health.

2.3.5
To promote and participate in Health & Safety training and education for all employees.

2.3.6
To investigate accidents and incidents and make recommendations to avoid recurrence.

2.3.7
To keep up to date with new developments in the field of Health and Safety.

2.4
Headmaster’s Responsibilities
2.4.1
Ensure that all employees under their control are trained and have been provided with adequate information and instruction in order that they can carry out their work safely and without risk to health.

2.4.2
That all employees are aware of the procedure for reporting accidents and that when necessary investigations into the cause/causes are made.

2.4.3
Emergency procedures are known and in place before work commences.

2.4.4
Liaise with any Enforcement Officer who may visit School owned premises.

2.4.5
Ensure that First Aid Facilities are adequate and maintained.

2.4.6
Monitor health and safety on a regular basis, correcting any substandard practices when 
necessary.

2.4.7
Ensure that an up to date Health and Safety Plan is available when The Construction, Design and Management Regulations apply.

2.4.8
Ensure that other information is held as required, e.g. COSHH Assessments, Risk Assessments and any registers. 

2.4.9
Liaise with appropriate bodies to establish and implement measures to ensure that unauthorized persons are excluded from School premises.
2.5
Staff Responsibilities

2.5.1
Report all accidents to the Headmaster and record the accident in the Accident Book(s) to 
be held in the Common Room (staff) and Matron’s Room (pupils)
2.5.2
To be fully conversant with all emergency procedures, Fire, First Aid.

2.5.3
Work safely and not to put the safety of others at risk by their actions.

2.5.4
Report defects in plant, equipment and personal protective equipment.

2.5.5
Do not engage in horseplay and discourage it in others.

2.5.6
Bring to the attention of the Headmaster via the Health & Safety Officer any circumstances that may affect the Health or Safety of themselves or others.

2.5.7
Not to interfere with or misuse anything provided in the interests of Health and Safety.

2.5.8
Follow instructions issued by their Employer in order for them to comply with Health and Safety Legislation e.g. wearing protective equipment.

2.6
Contractor’s Responsibilities
Contractors employed by Maidwell Hall have the same legal duties and responsibilities as outlined above, as described in the Health and Safety At Work Act 1974.

2.7
Specific Health and Safety Responsibilities

Overall responsibility for Health & Safety matters rests with the Board of Governors. However, the following individuals have responsibility for Health & Safety matters within their areas of work:

Food Safety Policy 


Gil Hensman  

Science Department H&S Policy  
Lisa Smith
Physical Education H&S Policy
Nick Owens
Art & DT H&S Policy

Penny Whiston
IT H&S Policy


Stuart McCagney
Academic H&S Policy

Nick Owens
School Vehicles


Kevin Wilford

Matron H&S Policy


Margaret Towell

Boarding  H&S Policy

Steven Schofield

Buildings and Grounds H&S Policy
David Coleman & Kevin Wilford
Swimming Pool H&S Policy

Nick Owens and Carey Lankester 
This list of is to be reviewed annually or when changes take place.

MAIDWELL HALL HEALTH & SAFETY - ORGANISATION CHART










 
3.


MAIDWELL HALL H&S ARRANGEMENTS
3.1
Accidents
It is Maidwell Hall’s Policy to comply with The Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995  (RIDDOR 1995).  Maidwell Hall views accident investigations as a valuable tool in the prevention of future incidents.

All accidents are recorded in Accident Books held in the Common Room (staff) or Matron’s Office (pupils).  Any accident requiring corrective action as a result or any Reportable accident/incident will be investigated by the Health and Safety Officer and a report prepared.  The report is to detail:

· The name and details of the injured person

· The circumstances of the accident including photographs and diagrams wherever possible

· The nature and severity of the injury sustained

· The identity of any eye-witnesses

· The time, date and location of the incident, including the date of the report.

To facilitate the collection of the above information, the Accident Report Form, supported by other documents as required, will be used.

All eyewitness accounts will be collected as near to the time of the accident as is reasonably practicable.

Where required, the completed report will then be submitted to and analysed by the Health and Safety Adviser who will attempt to discover why the accident occurred and what action should be taken to prevent a recurrence.  The Health and Safety Adviser will present a report back to the Head Teacher to be forwarded to appropriate Department, incorporating recommendations etc.  In the event of a reportable accident/incident (as defined within RIDDOR 1995), the report, together with a completed Form 2508 will be submitted to the Enforcing Authority within the prescribed timescale(s).

A follow up report will be completed after a reasonable time period to assess the effectiveness of any new control measures adopted.

It shall be the duty of all personnel to report all accidents or near misses, regardless of severity, to Head Matron and/or the Health and Safety Officer.  If the accident results in a serious injury to an employee or any work-related injury to a non-employee it should be reported immediately.  An entry for any accident should be made in the Accident Book.

Enforcing Authorities - It shall be the responsibility of the Health and Safety Adviser to inform the authorities of any incidents notifiable under the "Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 1995", initially by telephone to the Incident Contact Centre at Caerphilly (0845 600 9923) followed by a completed Form 2508.  Details of the Regulations can be found in Appendix E.

Communication and Consultation:
· Accident Procedure and locations of Accident Books made known to all personnel during Induction Training.

· Accident Reports are reviewed by Health and Safety Advisers and Health and Safety Committee.

3.2
First Aid Arrangements
A list of personnel qualified in First Aid is to be kept by Head Matron and updated annually.

3.3
Fire Precautions
The Board of Governors recognize that the event with the greatest potential to cause harm is a major fire, therefore it is important that the procedures are put in place to reduce the risk of a major fire and minimize the harm caused should a fire occur.

Health & Safety Officer is to ensure that the following actions are taken: 
· Carry out periodic checks of School premises for fire hazards – these are incorporated within Health and Safety Checklists completed once a term.

 Ensure that the all staff receive adequate training in emergency procedures – during Induction training.

 Fire fighting equipment checks – annual checks carried out by authorised company.

 Ensure that a Site Plan is made available (to be handed to the Fire Brigade on arrival) showing the location of relevant information e.g. locations of  fire risk materials
 Ensure that the Fire Evacuation Policy is kept updated at all times.
3.4
Procedure for imminent danger
The Management of Health and Safety at Work Regulations 1999 require that an employer establish procedures to be followed in the event of serious or imminent danger to persons at work in his undertaking. In doing this The Governors must take into account that the public have access to school premises and that it is necessary to have procedures to deal with all the situations likely to arise. (The Fire and Emergency Procedures detail assembly areas and actions to be taken. This will remain under review).

When contractors and sub-contractors are working on school premises, it will be necessary to exchange details of both theirs and Maidwell Hall’s procedures for imminent danger. This should be done as early as possible, preferably at a time before work commences. (See also section for Contractors and Sub-Contractors).

3.5
Risk Assessment
The Board of Governors are required to assess the risks involved in the work the School undertakes, all hazards should be identified and evaluated for the quantity of risk involved, both to employees and to others who may be affected.

Risk Assessments will consider the following:
The Workplace
Generic assessments are to be made of likely risks that may be encountered.  These generic assessments will need to be reviewed regularly to reflect any new risks identified.  Generic assessments can be found in Appendix B.

Work Equipment
Additional equipment is NOT to be introduced for use in School without the prior written permission of the Headmaster.

Personal Protective Equipment
Such items that are supplied to an employee must be assessed for suitability to the individual and the task.  It should be remembered that Personal Protective Equipment should always be the last option when considering what controls are necessary.

Manual Handling Operations
The Health and Safety Advisers, in collaboration with appropriate employees, will identify operations that involve manual handling and those where the risk present warrants action to be taken.

The assistance of the Health & Safety Adviser can be sought when completing new assessments or revising existing old ones.  Format for recording risk assessment can be found at Appendix A.

3.6
Noise
Where it is believed that noise levels may be at or above any of the action levels stated in The Noise at Work Regulations, levels will be measured and where necessary The Board of Governors will, so far as is reasonably practicable, try to reduce noise to an acceptable level.

The first option to be explored is noise reduction at source, for example make modifications to the existing equipment or replace with quieter equipment.  If it is not reasonably practicable to reduce noise at source, then other methods should be considered including:
1.
Separate employees/operators from the source of noise by enclosing the equipment, providing a physical barrier between them and the source or increase the distance from the source.

2.
Reduce the time the employee/operator is exposed to the noise.

If it is considered that ear defenders should be provided, they will be issued appropriately.

3.7
Contractors
When it is necessary to engage contractors to carry out work for the Board of Governors they should ensure, as far as is reasonably practicable, that they are capable of completing their work safely and without risk to health.  The Board of Governors may find themselves liable for the actions of the contractors, therefore it is necessary to establish a system of checks on the suitability and competency of any contractors used and to record them.  It may be necessary to request from Contractors details of their arrangements for Health and Safety, including their Safety Policy and copies of Risk Assessments.  However, a proven record of reliability on previous contracts should be taken into consideration, especially where the contractors are a one or two man operation operating with limited resources.  Part of any contract must be a procedure for the transfer of information between the Board of Governors and the contractor and this information should include:
· Details of work to be undertaken (method statement, materials to be used, equipment to be used).

· Details of personnel to be used.

· Details of emergency procedures to be followed.
This information should be used to complete a risk assessment, if required, for the project and any control measures identified should be communicated to all parties. 

A contractor’s questionnaire can be found should be completed by contractors who have no previous experience of working for the School.
3.8
Training
The Board of Governors recognise that training is an important component in its measures to provide a safe working environment for its employees and others.

Maidwell Hall’s operation depends on its ability to employ competent persons, therefore they shall ensure as far as is reasonably practicable, that the persons it employs are competent to undertake the work for which they are employed.  To do this, all qualifications, credentials and Training records/certificates must be checked to ensure that they are satisfactory prior to the commencement of any employment. If this is not the case training must be identified and given to the individual.

Induction Training
All employees must undertake induction training.

Other Training
To be given as necessary and may include First Aid Training, Minibus driving etc.
A record of the training completed should be held on the employees’ personal file.

3.9
Monitoring Safety Performance  
The Health and Safety Policy must be monitored so that its effectiveness can be evaluated.  Any weaknesses in the policy and its implementation can then be identified and the appropriate remedial actions taken. Monitoring should include:
 Periodic inspections of School owned premises.
 A review of accident data – carried out by the Health & Safety Committee ( reports presented to the Board of Governors)
 A systematic review of all assessments (COSHH, Work Equipment, Workplace, etc.) – an annual audit by the Health & Safety Officer, written report produced on completion.

 Assessment of employees’ Safety Awareness – ongoing by the Health & Safety Officer.
3.10
Control of substances hazardous to health
The Board of Governors have a duty to assess the risk from substances used or produced by the School’s day-to-day operation.  Assessments of substances should include, identification of the harmful substance or the harmful component of a substance, the process in which it is used or produced, those persons at risk (users or others), the potential harmful effects of the substance, control measures required to eliminate or reduce the risk to an acceptable level and the means to monitor the exposure of those at risk so as to ensure the control measures are adequate.

There is a requirement for those at risk to be informed of the risks involved in the use of a harmful substance and the control measures required.

Control Measures are:
1.
Eliminate the substance (stop the process).

2.
Substitute the substance with a less harmful one.

3.
Enclose the process totally or partially.

4.
Change the form in which the substance is used (e.g. powder to paste).

5.
Provide Local Exhaust Ventilation to remove the substance.

6.
Provide Dilution Ventilation (general ventilation) to reduce the concentration of the 

substance in the air.

7.
Reduce the time a person is exposed to the substance.

8.
When all of the above have been considered and are not deemed reasonably 


practicable, and only then, should the use of suitable personal protective equipment 

be considered.

The Health and Safety Officer, in collaboration with appropriate members of staff, will ensure the completion of the assessments; however, all employees should refer to the assessments before starting to use a potentially harmful substance.  Substances given off during a process (e.g. wood dust) must be assessed along with substances that have been purchased.  
3.11
Disposal of waste
The waste produced by Maidwell Hall shall be properly disposed of so that it shall not present any risks to persons or the environment.

Waste generated by the operations of Maidwell Hall will be disposed of by entering into an agreement with one or more companies who will arrange for disposal of non hazardous waste, in a safe way that is free from risks to health.  The Board of Governors should ensure that any companies they contact to dispose of waste are competent and have means to carry out that work.

Where applicable for building/maintenance works, a skip is to be provided for the disposal of all non hazardous waste, the skip would be removed by an appointed contractor who shall dispose of the waste in accordance with Local Authority Regulations.  Any hazardous waste must be dealt with by a competent specialist waste contractor.

3.12
Safe Systems of work
All of the tasks undertaken by employees should be safe and free from risk, as far as is reasonably practicable.

It is therefore necessary that employees are made aware of the safe method for the completion of their task, "a safe system of work".  Normally it would not be necessary to have a formal written safe system, however, some of the more complicated tasks which may have higher levels of risk could require a written system of work that could be referred to before and during the task.  Some tasks may be considered to have such a high level of risk that a "Permit to Work system" should be considered.  Types of task that might require a Permit to Work System include:
 Hot work when there is a risk of fire or explosion

 Working near to live electrical conductors.

 Work in the vicinity of Asbestos

The Safe System of Work should include the precautions necessary to ensure that the task could be done safely.

3.13
Security of premises
Access to premises and sites should be restricted to authorised personnel so as far as is practicable.  Unescorted strangers on school premises should be challenged and if they have no business at the school they should be escorted off the site.

3.14
Purchasing and hiring of plant or equipment
When purchasing or hiring any item of plant or equipment it is important that, as well as economic factors such as cost, consideration should be given to the Health & Safety implications of the operation of that equipment. Some of the things that may need to be considered are:


a)
Noise emissions



b)
Adequate guarding of dangerous parts BS5304



c)
Skills of employees required to operate it



d)
Ease of maintenance



e)
Electrical safety

It would not be acceptable for equipment to be obtained before some assessment of the risks involved in its operation had been made.  When making the assessment factors other than the equipment itself need to be considered, including:


a)
Where it is to be used



b)
Who is to use it



c)
Who will maintain it and how

Suppliers of plant and equipment are required by law to provide adequate information and instruction on the safe use of that equipment.  

3.15
Construction (design & management) regulations 1994 

The Board of Governors realise that the above regulations will impact on the way it undertakes new construction projects.  The legal duties placed upon the "Client" may be encountered by The Board of Governors.

The main duties placed upon The Board of Governors as the Client, under the regulations are:
 To appoint a Planning Supervisor

 Provide information on health and safety to the Planning Supervisor.

 Appoint a Principal Contractor.

 Ensure that those appointed are competent and adequately resourced to carry out their health and safety responsibilities.

 Ensure that a suitable health and safety plan has been prepared by the Principal Contractor before construction work starts.

 Ensure that the Health and Safety File handed to The Board of Governors at the end of the project is kept available for use.

3.16
Electricity
The Electricity at Work Regulations requires that all electrical systems for use at work shall be:

a)
constructed as to prevent, so far as is reasonably practicable, danger.


b)
maintained as to prevent, so far as is reasonably practicable, danger.

Any work carried out near to an electrical system shall be carried out in such a manner as not to give rise, so far as is reasonably practicable, to danger.

Only qualified, competent personnel will be permitted to carry out work on electrical equipment.

Any equipment provided to protect persons at work using or near to electrical equipment shall be suitable for the use for which it is provided, be maintained in a condition suitable for that use and be properly used.

The following visual checks should be undertaken periodically:
1.
Check cables, leads, sockets and plugs for wear or defects.

2.
Check the equipment for signs of damage, overheating or any other defect.

3.
If using a RCD ensure that it is tested before operating the equipment.

Portable Appliance Testing (PAT) will be carried out at suitable intervals.

If defective, equipment will be withdrawn from use immediately until repaired.

In order to reduce the risk of danger from electric shocks, for maintenance tasks the School, wherever practicable, shall use battery powered equipment or 110v.  If for whatever reason a higher voltage (240v) is used, a Residual Current Detector (RCD) will be used and located as close to the power source as possible.

3.17 
Use, care and maintenance of school motor vehicles
Before an employee can be allowed to drive a Maidwell Minibus or Maintenance Vehicle, the Board of Governors must be satisfied that he/she is competent to do so (at minimum an inspection of driving licence).  The names of authorized drivers are held on a list, which indicates the types of vehicle they are eligible to drive.  Should any driver be known to have driven in a manner considered unsafe, whether or not any legal action is taken, they should be warned that their name may be removed from the authorized drivers list either temporarily or permanently depending on the severity of the offence.

Drivers of school vehicles are responsible for the completion of certain checks before the use of a vehicle.  Any defects found should be reported as soon as possible in accordance with existing laid down procedures.

All school vehicles are serviced regularly and any defects found rectified before being returned into service.

3.18
Discipline Procedure
The Board of Governors have a statutory duty to ensure that safe systems of work are provided for employees and contractors.  In complying with that duty The Board of Governors relies upon its employees/contractors to follow health and safety instructions and rules.  Unfortunately it is foreseeable that, on occasion, some persons will be reluctant to carry out instructions or obey rules.  The Health and Safety at Work Act 1974 imposes a statutory requirement on employees to follow any instructions issued by the employer, in order for the employer to comply with their health and safety duties.  The Board of Governors have a Disciplinary Procedure that will allow any unsafe behaviour to be dealt with in a quick and fair way.

3.19
School Health and Safety Rules
3.19.1
Alcohol

It is School Policy that Staff do not consume alcohol whilst they are at work.  Any such employee found to do so will face disciplinary action.  Any employee who presents themselves for work in an unfit state due to alcohol consumption outside working hours will also face disciplinary action.  This also applies to the use/abuse of drugs (medicines prescribed for medical conditions by the employee’s own doctor are exempt).

3.19.2
Smoking
Smoking is now a well-recognised hazard and to ensure the health, safety and comfort of all the School has been designated as, per July 1st 1007 regulations, a No Smoking area. Employees are required to comply with these rules.

3.19.3
Use of school vehicles and equipment outside working hours
The use of school vehicles and equipment outside working hours by employees for private enterprise/domestic use is forbidden unless authorised by the Headmaster. Any employee found doing so without permission will face disciplinary action.

3.19.4
School Equipment
It is NOT permitted for employees to remove school equipment from school premises to their home or other address for their own use or use by others e.g. computers, power tools.  School owned equipment may only be removed by authorised persons for repair etc.

3.20
Hire of school owned property
The hire of school property by outside agencies requires information at the time of booking. Appropriate details will be requested from the hiring party including arrangements for emergencies e.g. First Aid, Fire evacuation etc.  This will be recorded and retained by the Headmaster.

3.21
Display Screen Equipment
The function of the School necessitates the use of Display Screen Equipment (DSE) and The Board of Governors is aware of the requirements of the Display Screen Equipment Regulations 1992.

The School will conduct risk assessments of all workstations staffed by employees who use Visual Display Units (VDUs) as part of their usual work and would be classified as “Users” under the Regulations and will ensure that all workstations meet the requirements set out in the schedule to the Regulations.  These assessments will be reviewed regularly and in light of any changes.

· The risks to users of VDU will be reduced to the lowest extent reasonably practicable.

· VDU screen users will be encouraged to break up DSE work with other tasks.

· VDU eye tests will be provided for users on request.

· Where required, users will be provided with necessary corrective glasses for VDU work.

· All VDU users will be given the appropriate and adequate training on the health and safety aspects of this type of work and will be given further training and information whenever the workstation is modified.

Annex A

Annexes:

A.
Food Safety Policy 

B.
Science Department H&S Policy

C.
Physical Education H&S Policy

D.
Art and DT H&S Policy

E.
IT H&S Policy

F.
Academic H&S Policy

G.
Matron H&S Policy

H.
Boarding Houses’ H&S Policy

I.
Estate Management H&S Policy

J.
Swimming Pool H&S Policy

K.
Fire Evacuation Procedure
Appendices:

A.
Risk Assessment Forms (inc Fire Risk Assessment)

B.
Generic Risk Assessments

C.
COSHH Form

D.
H&S Check List

E.
Contractors Check List

F.
Minibus/Maintenance Van Check Lists

G.
Hire Form for School Property

H.
Display Screen Equipment Assessment Form
 

FIRE EVACUATION PROCEDURE

FIRE ALARMS


If the fire alarm sounds the building must be evacuated without hesitation. The following procedures must be put into place.

ROLES FROM 0730 TO 1800 HOURS


1.
RAL, or the person in charge of the school, checks the source of the alarm
using 


the control panel inside the door to the backyard.  This person then 
investigates 



the need to call the Fire Brigade. If required they call the Fire Brigade.


2.
DDC monitors the evacuation of the building and is responsible for the pupils’ 


and staff roll call. NDO will do this if DDC is absent.


3.
NDO will go down to the John Paul Building to alert the occupants to muster 


for a roll call. Please note that the main building alarms do not sound in the 


JPB.  SS will do this role if NDO is absent.


4.
Teaching Staff will oversee the shutting of windows in their classroom and 


make sure fire doors are shut behind them. They will then escort their class to 


the front lawn. There they stay with the class, ensure that the class line up in 


alphabetical order and report any absentees to DDC.


5.
Matrons and House staff will ensure that windows are closed in the rooms they 


are working in and make sure fire doors are shut behind them.


6.
Office staff will close all windows and evacuate.  CP, or in her absence, the 


person who took the roll will provide DDC with the day’s roll.


7.
The boys will evacuate the building as soon as the alarm sounds and assemble 


on the front lawn.


8.
Kitchen staff will turn off appliances and evacuate the building.

ROLES FROM 1800 HOURS TO 1945 HOURS


1.
RAL, or in his absence, the member of the SMT on duty will check the source 


of the alarm, ascertain the risk and if necessary call the Fire Brigade.


2.
The SMT member on duty will monitor the evacuation of the building and take 


the roll.


3.
The other members of the teaching staff on duty will oversee the evacuation of 


the building.


4.
Matrons will ensure that fire doors are shut and that any boys on the dormitory 


floors evacuate the building.


5.
The boys will evacuate the building and assemble on the front lawn.

ROLES FROM 1945 HOURS TO 0730 HOURS



1.
RAL will check the source of the alarm, ascertain the source of the risk and if 


necessary call the Fire Brigade.  In his absence this role will be undertaken by SS.


2.
SS will monitor the evacuation of the building and assemble the school on the 


front lawn in dormitory order.  In his absence the member of staff on boarding 


duty will do this role.


3.
Matrons will ensure the fire doors are shut and help with the safe evacuation of 


the building.


4.
The boys will evacuate and assemble on the front lawn in dormitory order.

ROLES AT THE WEEKEND


1.
Saturday 0730 to 1300 applies as a normal working day. 


2.
Saturday 1300 to 1800.  RAL, or in his absence, the member of the SMT will 


ascertain the risk and then take the roll.


3.
Members of staff on duty will help evacuate the building and assemble the school 


in class order on the front lawn.


4.
Saturday 1800 to Sunday 0800 roles as weekday 1945 to 0130.


5.
Sunday 0800 to 1300. RAL, or in his absence, the member of SMT on duty will 


ascertain the risk. 


6.
The member of the SMT will oversee the evacuation and take the roll.


7.
Matrons will ensure the fire doors are shut and help evacuate the building.


8.
Sunday 1300 to Monday 0730. As from 1945 to 0730 except member of staff on 


duty will help with the evacuation from 1400 to 1800.

EVACUATION PROCEDURES


1. 
Everyone must evacuate the building as soon as the alarm sounds.  In all cases the 

assembly point is the front lawn.


2.
The people in the main hall building should exit the building via the front door.  If 

necessary the dormitories should be evacuated via the rear fire escape and the 


washing machine room corridor.  The Bird Wing should evacuate via the French 


Room telephone stairs or via the French Room fire escape. 


3.
People in the Oliver Wyatt Hall and the Dining Room should exit the building via 

the Cloisters exits.


4.
The Science/Art block should be evacuated by going around the Swimming Pool 


and then via the War Memorial path.


5.
The Swimming Pool should be evacuated via the fire exit doors and via the War 


Memorial path.


6.
Buildings in the back yard should be evacuated via the Rose Garden.


7.
Buildings down the back drive should be evacuated via the War Memorial path


8.
The John Paul Building should be evacuated via the front drive.

DESIGNATED FIRE FIGHTING STAFF



All staff should be familiar with the extinguishers in their location and should be competent at fighting small fires.

Swimming Pool Evacuation Procedures

· 
In the unlikely event that the swimming pool area needs to be evacuated please 
follow the following procedures:

· 
If the alarm bells sound please evacuate the building by exiting the 2 double 
Fire Exit doors on the west side of the building or the Fire Door on the north 
side of the building.

· 
Swimmers need to evacuate the pool and move out through the Fire Doors

· 
Please make your way to the assembly point on the south lawn via the 
herbaceous border and garden path on the west side of the building.

September 2009
The Board of Governors





Headmaster


R A Lankester





Health & Safety


Officer


D D Coleman











Health & Safety Committee


SMT











Head Matron


M A Towell


(Matrons & Cleaners)





Estate Manager


K Wilford





Head of Departments





Secretary


C M Phillips


(Admin Support Staff)
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